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(2) The request for amendment or 
correction of the record should, if pos-
sible, state the exact name of the sys-
tem of records as published in the FED-
ERAL REGISTER; a precise description of 
the record proposed for amendment; a 
brief statement describing the informa-
tion the requester believes to be inac-
curate or incomplete, and why; and the 
amendment or correction desired. If 
the request to amend the record is the 
result of the individual’s having gained 
access to the record in accordance with 
§§ 1630.4, 1630.5, 1630.6 or § 1630.7, copies 
of previous correspondence between the 
requester and the Board should be at-
tached, if possible. 

(3) If the individual’s identity has not 
been previously verified, the Board 
may require documentation of identi-
fication as described in § 1630.7. 

[55 FR 18852, May 7, 1990, as amended at 64 
FR 67694, 67695, Dec. 3, 1999] 

§ 1630.12 Action on request to amend a 
record. 

(a) For TSP records, the record keep-
er will acknowledge a request for 
amendment of a record, which is to be 
decided by that office in accordance 
with the chart in § 1630.11, within 10 
work days. Requests received by the 
record keeper which are to be decided 
by the current or former employing 
agency will be sent to that agency by 
the record keeper within 3 work days of 
the date of receipt. A copy of the trans-
mittal letter will be sent to the re-
quester. 

(b) For non-TSP records, the Privacy 
Act Officer will acknowledge a request 
for amendment of a record within 10 
work days of the date the Board re-
ceives it. If a decision cannot be made 
within this time, the requester will be 
informed by mail of the reasons for the 
delay and the date when a reply can be 
expected, normally within 30 work days 
from receipt of the request. 

(c) The final response will include the 
decision whether to grant or deny the 
request. If the request is denied, the re-
sponse will include: 

(1) The reasons for the decision; 
(2) The name and address of the offi-

cial to whom an appeal should be di-
rected; 

(3) The name and address of the offi-
cial designated to assist the individual 
in preparing the appeal; 

(4) A description of the appeal proc-
ess with the Board; and 

(5) A description of any other proce-
dures which may be required of the in-
dividual in order to process the appeal. 

[55 FR 18852, May 7, 1990, as amended at 64 
FR 67695, Dec. 3, 1999] 

§ 1630.13 Procedures for review of de-
termination to deny access to or 
amendment of records. 

(a) Individuals who disagree with the 
refusal to grant them access to or to 
amend a record about them should sub-
mit a written request for review to the 
Executive Director, Federal Retire-
ment Thrift Investment Board, 1250 H 
Street, NW., Washington, DC 20005. The 
words ‘‘PRIVACY ACT—APPEAL’’ 
should be written on the letter and the 
envelope. Individuals who need assist-
ance preparing their appeal should con-
tact the Board’s Privacy Act Officer. 

(b) The appeal letter must be re-
ceived by the Board within 30 calendar 
days from the date the requester re-
ceived the notice of denial. At a min-
imum, the appeal letter should iden-
tify: 

(1) The records involved; 
(2) The date of the initial request for 

access to or amendment of the record; 
(3) The date of the Board’s denial of 

that request; and 
(4) The reasons supporting the re-

quest for reversal of the Board’s deci-
sion. 

Copies of previous correspondence from 
the Board denying the request to ac-
cess or amend the record should also be 
attached, if possible. 

(c) The Board reserves the right to 
dispose of correspondence concerning 
the request to access or amend a record 
if no request for review of the Board’s 
decision is received within 180 days of 
the decision date. Therefore, a request 
for review received after 180 days may, 
at the discretion of the Privacy Act Of-
ficer, be treated as an initial request to 
access or amend a record. 

[55 FR 18852, May 7, 1990, as amended at 59 
FR 55331, Nov. 7, 1994] 
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